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Introduction 
The Performance Payout System (PPS) application contains the data and provides the 
functionality to prepare, record, document, report and effect the annual employee 
performance rating, pay increase and bonus payout. This guide has been prepared 
specifically for System Administrators (SA). A System Administrator (SA) sets up 
Operating Unit (OU), Pool Manger (PM) and Rating Official (RO) accounts. The SA 
establishes and verifies operating configuration and parameters for operating unit 
employees and evaluators. 
 
Primary SA Functions 
The primary PPS System Administration (SA) functions are: 

• Employee Profiling 
The SA assigns employee profiles to the Operating Unit Executive (OU), Pool 
Managers (PM), Rating Officials (RO) and Employees. Only one OU is allowed 
for each operating unit. The SA also assigns and provides usernames and 
passwords to their OU, PMs and ROs. 
 

• Pool Assignments 
The SA defines the minimum and maximum organization code(s) for their OU, 
PMs and ROs. Only one OU is allowed. The Minimum Org Code is the lowest 
range that an individual will have in his/her pool. The Maximum Org Code is the 
highest range that an individual will have in his/her pool. 
 

• OU/PM Personal Office Employees 
This feature is optional. The SA defines System Org Codes for Employees who 
do not float or who do not already belong to their personal office for their OU and 
PMs. 
 
OU Personal Office includes: 
- Personal office employees 
- Pool Managers (non SES) --assigned by the SA 
- Floaters--assigned by the SA 
 
PM Personal Office includes: 
- Personal office employees 
- Rating Official--assigned by the SA 

 
User Access 
The PPS application provides access (depending on access rights) to a range of functions 
based on user type. Your user type is determined by your profile in the PPS repository. 
Profiles include Department (DEPT), System Administrator (SA), Operating Unit (OU), 
Pool Manager (PM), Rating Official (RO) and Employee. An Operating Unit (OU) 
Executive rates and scores OU personal office employees and makes desired adjustments 
to data entered by Pool Managers (PM) or Rating Officials (RO). She/he also enters PM 
bonus fund allocations and transfers for increase and bonus. A Pool Manager (PM) rates 
and scores PM personal and pool office employees and makes desired adjustments to data 
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entered by an RO. A Rating Official (RO) enters initial ratings, scores, increases and 
bonuses. 
 
Login 
Open up an internet browser (Internet Explorer) and then go to the PPS application web-
site (https://www.jobs.doc.gov/pps/doc/launcher). You will see the PPS application 
“Login” screen as shown below. Enter your User ID and Password, and then click the 
Enter button. Click the Reset button if you have mistakenly typed wrong User ID/ 
Password. This will clear the User ID and Password you have just entered. Type in your 
correct User ID and Password and click Enter. 
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Change Password 
 
This screen (shown below) is used to change password for the current Pool Manager. 
System Administrator (SA) assigns a temporary password. 
 

 
 

1. Type in the old password in the box associated with Old Password. 
2. Type in the new password in the box associated with New Password. 
3. Retype the new password in the box associated with New Password (Again). 
4. Click on Change Password button to execute the change of password action. 

 
Note: 
Following are the rules to be followed for Password: 

• Password length has to be 8 characters or longer. 
• Password contains at least one character from the alphabet in either uppercase or 

in lowercase. 
• Password contains at least one non-alphabet character (i.e., 0123456789 ~ ! @ # $  

^ *- _ = + [ { ] }\ < , > . ? /). 
• A single character in the Password cannot be repeated more than 6 times. 
• Either the password or part of it (forward or reversed) cannot exist in the 

SECURITY_DICTIONARY table (checked behind the scene). 
• Password cannot be one that has already been used previously. It cannot match 

any of the recent 8 passwords used that is recorded in SECURITY_PASSWORD 
table (checked behind the scene). 

• A password expires in 90 days. 
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• If the user makes 4 or more failed login attempts, the system will lock the user to 
make any more attempts. The user has to wait for 3 minutes (when the system 
removes failed attempts entries from the database) and then can try to login again. 

• Either the password or part of it cannot contain personal information  (i.e., SSN, 
first name, last name, username, or e-mail address). 

 
Logout of PPS  
 
This screen (shown below) is used to logout of PPS system. 
 
 

 
 

1. You may decide to go back to PPS system. In that case click on Return to PPS 
Login hyper- link. It will take you to the PPS LOGIN screen. 

2. You may click on Close Browser Window hyper-link to close the current browser 
window. 
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Main Menu 
 
After logging into the PPS system, the “Main Menu” screen is displayed. This is the 
initial screen a System Administrator (SA) can use to access various PPS Administration 
functions. This Main Menu screen displays a list of hyper links for use in accessing 
commonly used Administration functions. 

 
 
Click on a hyper link for that particular activity. 
Hyper link User Action 
Employee Profile Select this to search and modify Employee 

profile. 
Frozen DB Select this to search and modify frozen 

data. 
Increase Allotments Select this to modify increase allocation. 
Prior Year Frozen Data Select this to view a previous year’s frozen 

data. 
Restrict Org Code Select this to restrict organizational code 

range. 
Remove Org Code Restriction This hyper link appears in Main Menu after 

the user has restricted Organizational Code 
range. User uses it to remove the restriction 
on the Organizational Code range, after 
that this hyper link does not show up in 
Main Menu. 

Switch To a Different User Select this to switch to a different user 
(e.g., OU, PM, RO). 
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REPORTS Select this to go to the Report Menu to run 
different reports. 

Change Password Select this to change your PPS System 
Admin password. 

Logout of PPS Select this to logout of the PPS application. 
 
 
Employee Profile 
 
The “Employee Profile” screen (shown below) is used to view particular or all employee 
profiles. 
 

 
 
 
 
Hyper link/Button Description/User Action 
Show All User clicks on this link at the top of the 

page to view profile information for all 
employees.  

Find User clicks on this button to find the 
desired information based on some 
selection made on the field values. 

Reset User clicks on this button to clear the 
selection made recently. 
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Data Field Description/User Action 
Name User enters a particular employee name in 

the box given. This brings up the profile 
information for that employee. 

Locked User can find employee profile with any of 
two locked states: 
Yes- shows employee profile with locked 
state, i.e., if the user (OU/PM/RO) is 
“locked” by an SA, then that user cannot 
make any changes.  
No- shows employee profile with unlocked 
state, i.e., if the user (OU/PM/RO) is “not 
locked” by an SA, then that user can make 
changes. 

Profile User chooses one of the profiles from the 
drop-down list under Profile column 
(Administrator, Employee, Operating Unit, 
Pool Manager, Rating Official) to view the 
employee profile for all people for that 
particular profile group. 

NFC Org National Finance Center organizational 
code (18 digits long). The SA cannot 
change this code. 

Sys Org A PPS internal mapping field (18 digits) 
used to display employees in organizations 
other than their NFC Org.  

Min Org The minimum PPS organization code that 
is used to identify the start of a pool range 
(low end of the pool range). 

Max Org The maximum PPS organization code that 
is used to identify the end of the pool range 
(high end of the pool range). 

OU Pool Min Org Operating Unit pool minimum 
organizational code.  

OU Pool Max Org Operating Unit pool maximum 
organizational code. See Appendix I for 
minimum and maximum organizational 
codes for OU, PMs and ROs. 

Pool Description Description of the employee pool. 
 
The following screen shows part of the information displayed when user selects Show All 
Hyper link to view profile information of all employees available in the system. This 
screen has some additional data fields as described below. 
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Hyper link Description/User Action 
Find User clicks on this link to go back to 

“Employee Profile Find” screen. 
Export User can export the information on this 

web page as a file. Clicking on this link 
brings the File Download window as 
follows with information on the file name 
and other options for managing the file.  

 
 
 
Data Field/Button Description/User Action 
Reports To Name of the person (OU/PM/RO) this 

employee reports to.  
Password If the employee profile is OU/PM/RO and 

he/she has a username, then the employee 
will have a Password and there will be a 
Change Password button associated. 

Change Password Button SA clicks this button to change Password 
for an OU/PM/RO. 

 
 
The following window shows up when the user clicks on Export link on “Employee 
Profile” screen as shown in the previous page. 
 

 
 
 
See Appendix E for information on how to export PPS data into Microsoft Excel. 
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The user can perform the following two activities from the Employee Profile screen: 
User Maintenance and Changing Password. 
 
User Maintenance 
If the user clicks on the hyper link with an employee name, it will take him to the “User 
Maintenance” screen as follows. 
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Data Field Description/User Action 
Name Employee name just selected. 
Type SA can change Employee type from a 

drop-down list. Clicking the Type link 
brings a list of all possible values of type 
and the corresponding meaning. See 
Appendix A for this list. 

Current Salary Current salary for an employee. 
Duty station Duty station for an employee. 
Display SA can change display option for the 

selected employee: Yes (records can be 
displayed), No (records cannot be 
displayed). 

Pay Band Max Maximum salary of the Pay Band. 
Pay Table Pay Table.  
Rate SA can change Rating option: Yes (can be 

rated), No (cannot be rated). 
Int Max Maximum interval. 
% Range Salary adjustment percents. Salary 

adjustment range based on path, band and 
interval (e.g., 0-20). See Appendix H. 

Contribute SA can change Contribution option: Yes 
(can contribute), No (cannot contribute). 

Path Career path for that employee. See 
Appendix G for different Career Paths. 

% Allot Percentage of Allotments based on each 
organization’s historical analysis. A factor 
for each path/band/interval combination 
used in a calculation to compute an 
employee’s contribution to an Increase 
pool. 

Increase SA can change Increase option: Yes (can 
receive increase), No (cannot receive 
increase). 

Series Occupational Series Code. 
Supv Position Supervisory. See Appendix B. 
Bonus SA can change Bonus option: Yes (can 

receive bonus), No (cannot receive bonus). 
Band Pay band. 
Spec Emp Special employee code requires 

supervisory memo, HR and NFC change. 
See Appendix C for list of Special 
Employee Codes. 

RIF SA can change RIF (Reduction In Force) 
option: Yes (can receive RIF credit), No 
(cannot receive RIF credit). 
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Int Interval. 
Pool Contr Amount employees contribute to increase 

pool based upon pool contribution formula. 
ACI SA can change ACI (Annual Comparability 

Increase) option: Yes (can receive ACI), 
No (cannot receive ACI). 

NFC Org National Finance Center organizational 
code (18 digit long). The SA cannot change 
this code. 

SYS Org A PPS internal mapping field used to 
display employees in organizations other 
than their NFC org. The SA assigns this 
code. 

Score SA can change Score option: Yes (can 
receive score), No (cannot receive score). 

Rating SA can change Rating code from the drop-
down list. See Appendix D for different 
Rating Code and their meaning. 

 
 

1. Make necessary changes to editable fields (Profile, Locked, PPS Username, Sys 
Org, Pool Description, Reports To, Min Org, Max Org, OU Pool Min Org, OU 
Pool Max Org, Type, Display, Rate, Contribute, Increase, Bonus, RIF, ACI, 
Score, Rating).  

2. In order to select the person an employee reports to, click on the “CHANGE” 
button associated with “Reports To” column. This will bring a drop-down list of 
different people with their name and job title. Select the appropriate supervisor 
from this list. Then click “COMMIT” and “OK”. 

3. Click on CHANGE or Save Changes button if you have decided to change the 
field(s) to the new value(s). If not, click on Reset button. 

4. After you click on CHANGE or Save Changes button, it takes you to another 
screen (shown below) to submit changed Information for that employee. 

5. Click on COMMIT button if you want to execute the change(s). Click on 
CANCEL button if you don’t want to make the change(s). 
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Changing Password 
 In order to change password for an employee, the System Administrator clicks on the 
Change Password button associated with an employee in the “Employee Profile” screen. 
It will take the SA to “Changing Password” screen as shown below. Enter a new 
Password twice and then click on Change Password button. If you don’t want to change 
the Password, click on Employee Profile Find link at the top of the screen to go back to 
the “Employee Profile Find” screen or just click on back arrow on the web page to go 
back to the previous page. 
 

 
 
Following are the rules to be followed for Password: 

• Password length has to be 8 characters or longer. 
• Password contains at least one character from the alphabet in either uppercase or 

in lowercase. 
• Password contains at least one non-alphabet character (i.e., 0123456789 ~ ! @ # $  

^ *- _ = + [ { ] }\ < , > . ? /). 
• A single character in the Password cannot be repeated more than 6 times. 
• Either the password or part of it (forward or reversed) cannot exist in the 

SECURITY_DICTIONARY table (checked behind the scene). 
• Password cannot be one that has already been used previously. It cannot match 

any of the recent 8 passwords used that are recorded in 
SECURITY_PASSWORD table (checked behind the scene). 

• A password expires in 90 days. 
• If the user makes 4 or more failed login attempts, the system will lock the user to 

make any more attempts. The user has to wait for 3 minutes (when the system 
removes failed attempts entries from the database) and then can try to login again. 

• Either the password or part of it cannot contain personal information  (i.e., SSN, 
first name, last name, username, or e-mail address). 
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Frozen Database (DB) 
 
The “Frozen DB Find” screen (shown below) is used to display and/or modify NFC data 
that was updated from NFC. The screen provides the SA with the ability to modify data 
that is incorrect, invalid, or needs modification for another reason. This screen is the 
mechanism for the user to implement modifications that result from the “Reconciliation 
Report”. 

 
 
Data Field Description/User Action 
Name SA enters an Employee’s name to find 

frozen data. 
Type SA selects a particular Employee type from 

a drop-down list. Default value is All.  
Clicking the Type link brings a list of all 
possible values of type and the 
corresponding meaning. See Appendix A 
for this list. 

Current Salary Employee’s current salary as obtained from 
the NFC personnel /payroll database. 

Duty station Duty station for an employee. 
Displ SA finds information from the frozen DB 

for employees with display option: All 
(default, all employees whose records can 
or cannot be displayed), Yes (records can 
be displayed), No (records cannot be 
displayed). 
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Pay Band Max Maximum Salary of the Pay Band. 
Pay Table Pay Table. 
Rate SA finds information for employees with 

Rating option: All (default, all employees 
who can or cannot be rated), Yes (can be 
rated), No (cannot be rated). 

Int Max Maximum interval. 
% Range Salary adjustment range (e.g., 0-20) based 

on path, band and interval. See Appendix 
H. 

Contr SA finds information for employees with 
Contribution option: All (default, all 
employees who can or cannot contribute), 
Yes (can contribute), No (cannot 
contribute). 

Path SA selects the appropriate career path from 
the drop-down list: All (default), DM, SL, 
ST, ZA, ZP, ZS, ZT, etc. 

% Allot Percentage of Allotments based on each 
organization’s historical analysis. A factor 
for each path/band/interval combination 
used in a calculation to compute an 
employee’s contribution to an Increase 
pool. 

Inc SA finds information for employees with 
appropriate Increase option from the drop-
down list: All (default, all employees who 
can or cannot receive increase), Yes (can 
receive increase), No (cannot receive 
increase). 

Series Occupational Series Code. SA finds 
information for employees with appropriate 
series from the drop-down list: All 
(default), 0000,0028, 0029, 0080, 0083, 
etc. 

Supv SA finds information for employees with 
appropriate Position Supervisory Code 
from the drop-down list. See Appendix B 
for different Supervisory Code and their 
meaning.  

Bonus SA finds information for employees with 
appropriate Bonus option from the drop-
down list: All (default, all employees who 
can or cannot receive bonus), Yes (can 
receive bonus), No (cannot receive bonus). 

Band Pay band. 
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Spec Emp SA finds information for employees with 
special employee code from the drop-down 
list. See Appendix C for different Special 
Employee Code. 

RIF SA finds information for employees with 
appropriate RIF option from the drop-down 
list: All (default, all employees who can or 
cannot receive RIF credit), Yes (can 
receive RIF credit), No (cannot receive RIF 
credit). 

Int Interval. 
Pool Contr Amount employees contribute to increase 

pool based upon pool contribution formula. 
ACI SA finds information from the frozen DB 

for people with appropriate ACI option 
from the drop-down list: All (default, all 
people who can or cannot receive ACI), 
Yes (can receive ACI), No (cannot receive 
ACI). 

NFC Org National Finance Center organizational 
code (18 digits long). 

SYS Org A PPS internal mapping field (18 digits 
long) used to display employees in 
organizations other than their NFC org. 

 
Note: System Administrator cannot search for Frozen DB information on fields with gray 
boxes. 
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Find Frozen DB information 

1. The SA can choose certain field values to find information from the frozen 
Database based on those selections as shown below. For example, you may 
choose Type = 1, Displ = All, Rate = Yes, Contr = Yes, Path = ZP, Inc = Yes, 
Series = All, Supv = 2, Bonus  = Yes, Spec Emp =00, RIF = Yes, ACI = Yes, etc,. 

 

 
 
 

2. Click on Find button to see the desired information. You may click on Reset 
button to cancel this selection. This selection will show the table as follows. 

3. The employee names have hyper links associated with them. Clicking on a hyper 
link will lead the user to User Maintenance screen in a way similar to that in 
Employee Profile discussed earlier. User (SA) can change employee information 
exactly the same way as has been described before. 

4. There is a Change Password button associated with some employee’s 
(OU/PM/RO) name. The SA may change password for such an employee in the 
same way described in Employee Profile. 
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Increase Allotments 
 
The “Increase Allotment” screen (shown below) is used to display Operating Units 
allotment allocations. The SA can view the respective Allotment %’s and % Ranges for 
each band/interval combination for a selected career path within OU. Adjustments can be 
made for each band and interval as needed. 
 

 
 
Increase Allotments 
 

1. Pick a desired career path from the drop-down list associated with Path. See 
Appendix G for different Career Paths.  

2. Click Select. This will show values for different data fields in this screen as 
follows. 

3. The SA can change value(s) for  %Allot field. Click on Save Changes button after 
making the change. Click on Reset button if you want to cancel the change. 
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Data Field Description/User Action 
Min Org Code Operating Unit minimum organization  

code. 
Max Org Code Operating Unit maximum organization  

code. 
Band Operating Unit pay bands. 
Int Operating Unit pay intervals. 
Allot% Percentage of Allotments based on each 

organization’s historical analysis. A factor 
for each path/band/interval combination 
used in a calculation to compute an 
employee’s contribution to an Increase 
pool. This is the only editable field in this 
table. 

%Range The maximum percent of salary increase an 
employee is entitled to receive based on 
his/her respective path/band/interval 
combination. 

 
 
Prior Year Frozen Data 
This link is chosen for “Frozen History Find” screen (shown below). 
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The SA selects a Year from a drop-down list to show the frozen data extracts. Default 
year is FY2003. Other options are FY2002, FY2001, FY2000 and FY1999. The data 
should be frozen as soon as current year data is transmitted to NFC (mid November). 
 
The remaining part of this screen is same as that of Frozen DB screen. The SA can 
operate on both screens in the same manner. 
 
Restrict Org Code 
This link is chosen for the “Restrict Org Range” screen (shown below). It allows the SA 
to define a range for Organizational Code. 
 

 
 
 
Data Field/Button Description/User Action 
Min Org Code The minimum PPS organization code that 

is used to identify the start of a pool range 
(low end of the pool range). 

Max Org Code The maximum PPS organization code that 
is used to identify the end of a pool range 
(high end of the pool range). 

Restrict The SA clicks on this button to save the 
Org range limit chosen. 

Reset The SA clicks on this button to reset the 
selection just made and get back to 
previous range. 

 
Restrict Org Code 

1. Assign or change already assigned Min Org Code value 
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2. Assign or change already assigned Max Org Code value 
3. Click on Restrict button to select this Org Code range limit. This will lead to the 

“Updating Range Limits” screen as shown below. This screen shows confirmation 
of the new Org Code Range for the SA.  

 

 
 
 

4. User may click on Remove Org Code Range Restrictions link to remove org code 
range restrictions. This will show the screen as follows. 
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5. The SA may click on Modify Org Range hyper link to the original “Restrict Org 

Range” screen to enter a new range limit. If you choose Modify Org Range link 
before Remove Org Code Range Restrictions option in step 4, you will be 
prompted to the Restrict Org Range screen with an alert “Your Org Code Range 
Is Already Restricted” as shown below.  

 

 
 
Note: Once the SA has restricted Organizational Code range, if he/she goes to Main 
Menu, that screen will display Remove Org Code Range Restriction link. The SA uses 
it to remove the restriction on the Organizational Code range, after that this hyper link 
does not show up in Main Menu. 
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Switch to a Different User 
This link is chosen for the “Switch User” screen (shown below). It allows the SA to 
switch as a different user. 
 

 
 
 
Hyper Link Description/User Action 
Choose Another User SA uses this link to switch to a new user. 
 
Data Field Description/User Action 
Name SA types in an employee name to be 

switched to as the new user. 
Profile SA can view a list of employees for an 

employee group/profile and then choose a 
particular name to switch to as the new 
user. She/he then selects a profile/group 
from a drop-down list with options as 
Operating Unit, Pool Manager, Rating 
Official, etc. 

 
Button Description/User Action 
Find User (SA) clicks on this button to find the 

desired employee to switch to as the new 
user. 

Reset User clicks on this button to clear any 
selection made and can choose another 
option. 
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Switch to a different user 
 

1. Choose a profile from the drop-down list. For example, you may want to choose 
an employee from the Pool Manager group as the new user. So, choose Pool 
Manager from the Profile list. Then click on Find. This will bring a list of Pool 
Manager employees as shown below: 

 
 

 
2. Click on a hyper-link for the desired employee you want to switch to as the new 

user. This will show another screen (shown below) with confirmation that your 
selection to the new user from existing one has been executed.  
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3. You can now access the PPS system as the new user. You may select the hyper-

link for Main Menu to do other activities or Logout of PPS to exit the system. 
Also, you may select Choose Another User now to switch to a different user. 
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Reports 
This link is chosen for the “Report Menu” screen (shown below). It allows the SA to run 
different kinds of reports. 
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Reconciliation Report 
This screen (shown below) is used to run Reconciliation Report for an operating unit for 
certain pay period. The “Reconciliation Report” identifies anomalies and corrective 
actions to be taken by the SA within the PPS repository. The SA uses the “Frozen DB” 
screen and other screens to implement the corrective actions identified. 
 

 
 

1. Select a pay period from the drop-down list associated with Choose a Pay 
Period. 

2. Click on Run Reconciliation Report to run the report. 
3. If you want to run another Reconciliation Report, click on Run New 

Reconciliation Report. In order to run another kind of report, click on Reports 
link. 
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A partial Reconciliation Report is shown below: 
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The report may have different data fields (shown below): 
Data Field Description/ Value 
Employee Name Name of an employee (last, first). 
Path Career Path. 
Effective Date Effective date when a personal action taken 

on the employee. 
NOA Nature of Action. 
New Pay Plan New Pay Plan. 
Old Pay Plan Old Pay Plan. 
Appt Appointment Service. 
Appt Auth Appointment Authority. 
NTE Date Not To Exceed Date. 
Spec Emp Cd Special Employee Code. 
From NFC Org From NFC (National Finance Center) code. 
To NFC Org To NFC code. 
 
Note: If there is no exception found for any employee’s record, No Exceptions Found 
message is displayed for that employee. 
 
See Appendix J for a Reconciliation Report. 
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Check Control Report 
This screen (partially shown below) is displayed when the SA clicks on Check Control 
Report link from Report Menu to run Check Control Report for different checks 
generated that time of the day. 
 

 
 
Check 1: New Salary < Previous Salary 
Check 2: Increase = No, New Salary > Old Salary 
Check 3: Excess > 0, New Salary < Pay Band Max 
Check 4: Excess = 0, New Salary > Pay Band Max 
Check 5: Bonus = No, Bonus Qty > 0 
Check 6: New Salary > Max Salary 
Check 7: Employee % of % Missing 
Check 8: Rateable Employees without Score 
Check 9: Eligible Employees with Scores below 40 or over 100 
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Check 10: Eligible Employees Rated N, P, U with Scores > 0 
Check 11: Employees eligible for Bonus are without bonus 
Check 12: Employees exceeding $10,000 Bonus Limit 
Check 13: Employees Erroneously Exceeding Pay Max 
Check 14: Retained Pay Employees Erroneously Receiving Increases 
Check 15: Employees Exceeding Their Interval 5 Max  
Check 16: Increase Eligible Employees w/o Increase Amounts 
Check 17: Employees with SEC = 12 and Supervisory Code Not = 2  
Check 18: Employees with SEC = 10 and Supervisory Code = 2 
Check 19: Employees without a "Reports To" entry 
 
 
The report may have different data fields (shown below): 
Data Field Description/ Value 
Employee Name Name of an employee (last, first). 
Old Salary Salary earned previously. 
New Salary Salary earned currently. 
Band Pay Band. 
Interval Interval. 
Org Code Organizational Code (18 digit). 
Increase Salary Increase. 
Excess Excess  = 0 when New Salary> Pay Band 

Max.  
Excess  >0 when New Salary < Pay Band 
Max 

Pay Band Max Maximum salary of the Pay Band. 
Pay Max Maximum Pay. 
SEC Special Employee Code. 
Bonus Qty Bonus Amount. 
Bonus Bonus earned based on performance. 
Max Salary Maximum salary. 
Score Score earned based on performance. 
Can Increase Yes/No. 
Can Contribute Yes/No. 
Can Rate Yes/No. 
Rating Rating earned based on performance. 
Pool Contribution Amount Pool Contribution Amount. 
 
 
Note: If there is no exception found for the check, No Exceptions Found message is 
displayed. 
 
See Appendix K for Check Control Report. 
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PIP or Unsatisfactory Ratings Report 
This screen (shown below) is displayed when the SA clicks on PIP or Unsatisfactory 
Ratings Report link from Report Menu to run PIP (Performance Improvement Plan) or 
Unsatisfactory Ratings Report for employees. 
 

 
 
The report may have different data fields (shown below): 
Data Field Description/ Value 
Employee Name Name of an employee (last, first). 
Rating Rating earned based on performance. 
Sys Org Code A PPS internal mapping field used to 

display employees in organizations other 
than their NFC Org.  

 
Note: If there is no exception found for an employee, No Exceptions Found message is 
displayed. 
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Part-time Employee Report 
This screen (shown below) is displayed when the SA clicks on Part-time Employee 
Report link from Report Menu to run Report for part-time employees in different career 
paths. 

 
 
Note: If there is no exception found for the report, No Exceptions Found message is 
displayed for an employee. 
 
The report may have different data fields as follows: 
Data Field Description/ Value 
Path  Career Path (e.g., ZP, ZT, ZA, ZS, ST, SL, 

etc.). 
Employee Name Name of an employee (last, first). 
Sys Org Code A PPS internal mapping field used to 

display employees in organizations other 
than their NFC Org. 

Work Schedule Work schedule type (PT= part-time, INT = 
interm, etc.). 
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Retained Pay and Grade Employees Report 
This screen (shown below) is displayed when the SA clicks on Retained Pay and Grade 
Employees Report link from Report Menu to run Report for employees with Retained Pay 
and Grade. 
 

 
 
The report may have different data fields (shown below): 
Data Field Description/ Value 
Employee Name Name of an employee (last, first). 
Path  Career Path (e.g., ZP, ZT, ZA, ZS, ST, SL, 

etc.). 
Band Pay Band. 
Interval Interval. 
Old Salary Salary earned previously. 
New Salary Salary earned currently. 
 
Setup Discoverer 
 
This is under development. 
 
 
Run Discoverer 
 
This is under development. 
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Appendix A: Employee Types 
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The table below describes how the flags are set when a particular Employee Type is 
selected: 
 
 
Employee 
Type 

Display Rate Contribute Increase Bonus RIF ACI Score Rating

1 (Default 
Eligible) 

Yes Yes Yes Yes Yes Yes Yes No E 

2A (Default 
Non-Rateable) 

Yes No No No No No Yes No N 

2B 
2A(Rate<13 
months) 

Yes No No No Yes No Yes No N 

3  
PIP 

Yes No Yes No No No No No P 

4 
(Unsatisfactory) 

Yes No Yes No No No No No U 

A 
(ST/SL) 

Yes Yes No No Yes Yes No Yes E 

BA 
(Temporary 
Appt. LT 120 
days) 

Yes No No No No No Yes No N 

BB 
BA (Rate<13 
months) 

Yes No No No Yes No Yes No N 

C 
(Temporary 
Appt. GE 120 
days) 

Yes Yes No No Yes No Yes Yes E 

D 
Student/ 
Faculty (Temp) 

Yes Yes No No No No Yes Yes E 

E 
(Temporary 
change in 
PayBand 
LE/GT 120 
days) 

Yes Yes Yes Yes Yes Yes Yes Yes E 

FA 
(LT 120 day 
duty status) 

Yes No No No No No Yes No E 

FB 
FA (Rate < 13 
months) 

Yes No No No Yes No Yes No E 
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G 
(Details) 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
E 

H 
(At Pay/Supv 
Band Ceilings) 

Yes Yes No No Yes Yes Yes Yes E 

I 
(Retained Pay) 

Yes Yes No No Yes Yes Yes Yes E 

JA 
(Pay changes 
from 6/4 to 
9/30) 

Yes Yes No No Yes Yes Yes Yes E 

JB 
JA(Rating < 13 
months) 

Yes Yes No No Yes Yes Yes Yes E 

KA 
(Permanent 
change in 
Payband from 
6/4 to 9/30) 

Yes Yes No No Yes Yes Yes Yes E 

KB 
KA (Rate < 13 
months) 

Yes Yes No No Yes Yes Yes Yes E 

L 
(New appointed 
hired on/after 
6/4) 

No No No No No No Yes No N 

M 
(New appointed 
hired before 
6/4; Processed 
on/after) 

Yes Yes Yes Yes Yes Yes Yes Yes E 

NA 
(Separation 
on/after 6/4 
excluding 9/30) 

No No No No No No No No N 

NB 
NA (Rate < 13 
months) 

No No No No No No No No N 

O 
(Separation on 
9/30) 

Yes Yes Yes Yes Yes No No Yes E 

P 
(Permanent 
Realignment on 
after 6/4) 

Yes Yes Yes Yes Yes Yes Yes Yes E 
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Q 
(Permanent 
Reassignment 
on/after 6/4) 

Yes Yes Yes Yes Yes Yes Yes Yes E 

R  
(SES/EX) 

No No No No No No No No N 
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Appendix B:  Position Supervisory Code 
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Appendix C: Special Employee Code 
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Appendix D: Rating Code Table 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 47



Appendix E: PPS Data Export into Microsoft Excel 
 
 
This document is intended to guide the PPS System Administrator in the steps necessary 
to export data from the PPS web-browser interface into Microsoft Excel.  This document 
is not intended to instruct PPS System Administrators on how to use PPS or how to use 
Microsoft Excel.  It is assumed that the reader of this document is well versed in the way 
in which PPS operates, and is aware of how to initiate a data export from PPS. 
 
After clicking on the Export link a window will pop up, like the one below, prompting 
the user to save the export file in a folder that they have sufficient access to (i.e. a 
network shared drive, the local hard disk, etc.) 
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The PPS System Administrator should change the name of the file to something that is 
easy to remember (i.e. export_20030930.txt, or some name/date sequence) with a .txt file 
extension appended to the end of the filename as seen below. 
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With the new filename entered, click on the Save button to save the export file to the 
chosen folder location.  Once the file has been saved, launch Microsoft Excel to begin the 
import process.  When Microsoft Excel has finished loading, you will click on the Data 
menu item.  When the Data menu appears, you will click on the Get External Data 
submenu, and then click on Import Text File… as shown below. 
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Once you have clicked on the Import Text File… menu item you will be prompted to 
select a file to import.  At this point you will browse to the same location that you saved 
your file when you clicked on the Export link in PPS.  When you have located the 
appropriate file, click on the file once to select it, and then click on the Import button as 
shown below. 
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After you click on the Import button, the Text Import Wizard will begin and you should 
see a screen like the one below. 
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The following steps are very important and will affect the manner in which data is 
displayed in your spreadsheet.  In the first step (1 of 3) of the Text Import Wizard, the 
PPS System Administrator should select Delimited as the Original data type, and you 
should set the value of Start import at row: to 1 with a File origin: of Windows 
(ANSI) as shown below. 
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With those three setting correctly set, click on the Next button to go on to the second (2 
of 3) step of the Text Import Wizard, as shown below. 
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You will now set the checkboxes for Delimiters to include Tab and Comma, and set the 
Text Qualifier to be a “ (double quote) as shown below. 
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Now that your Delimiters and your Text Qualifier are established you may click on the 
Next button continue to the third (3 of 3) step of the Text Import Wizard to finish 
importing your text file.  The initial screen of the final step of the Text Import Wizard is 
shown below. 
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This final step will determine how text is formatted inside of your new spreadsheet.  It is 
imperative that you modify the Column data format for columns of data that contain 
long numbers (i.e. SSN, NFC Org Code, Sys Org Code, Accounting Code, etc.).  To 
change the format of a particular column you will first click on the body of the column in 
the Text Import Wizard, as shown below. 
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Once the column of data has been selected, choose Text in the Column data format area 
of the Text Import Wizard, as shown below. 
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You should notice that the top of the column of data in the Text Import Wizard no 
longer says General, but rather says Text to signify that the data within that column will 
be treated solely as text and not truncated to be displayed in scientific notation (i.e. 
5.3440 x 1018, etc.).  When you have completed selecting the columns to treat as text, you 
will click on the Finish button within the Text Import Wizard.  After clicking on the 
Finish button a dialog box will popup to ask you where you would like to put the data, as 
shown below. 
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If you would like to insert the data into the current worksheet where the worksheet cell is 
highlighted with a flashing dashed line, click on the OK button.  If you would rather 
import the data into a clean worksheet select the New worksheet radio button and then 
click OK.  In any event, whether you choose to insert the data into the current worksheet 
or into a new worksheet, you should see results similar to the ones displayed below and 
the import of the data that you exported from PPS is complete. 
 

 
 
 
Please be sure to save your newly created Microsoft Excel spreadsheet immediately 
after importing to prevent repeating the entire export/import process if your 
computer encounters any errors.  You will now be able to modify the data as needed 
for your own needs without affecting the data within PPS. 
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Appendix F: Demo Bands Vs. GS Grades 

 

 
      

ZA 
      

BAND I II III IV V 
GS Range 1-6 7-10 11-12 13-14 15 

      
      

ZP 
      

BAND I II III IV V 
GS Range 1-6 7-10 11-12 13-14 15 

      
      

ZS 
      

BAND I II III IV V 
GS Range 1-2 3-4 5-6 7-8 9-10 

      
      

ZT 
      

BAND I II III IV V 
GS Range 1-4 5-8 9-10 11-12 13 
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Appendix G: Career Paths 

 
 
 
 
ZP- Professional 
ZT- Scientific & Technical 
ZA- Administrative 
ZS- Clerical and Support 
ST- Senior Scientist 
SL- Senior Level 
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Appendix H: Rate of Increase Eligibility  
 
 

ZP- Scientific and Engineering ZT- Scientific and Engineering Technician 
Band  Interval Increase Band  Interval Increase 

V 
(GS-15) 

4-5 
3 
2 
1 

0%-4% 
0%-4% 
0%-5% 
0%-6% 

V 
(GS-13) 

4-5 
3 
2 
1 

0%-3% 
0%-3% 
0%-4% 
0%-6% 

IV 
(GS 13-14) 

4-5 
3 
2 
1 

0%-6% 
0%-6% 
0%-8% 
0%-10% 

IV 
(GS 11-12) 

4-5 
3 
2 
1 

0%-3% 
0%-3% 
0%-5% 
0%-7% 

III 
(GS 11-12) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-12% 
0%-15% 

III 
(GS 9-10) 

4-5 
3 
2 
1 

0%-5% 
0%-5% 
0%-6% 
0%-8% 

II 
(GS 7-10) 

4-5 
3 
2 
1 

0%-8% 
0%-8% 
0%-16% 
0%-20% 

II 
(GS 5-8) 

4-5 
3 
2 
1 

0%-6% 
0%-6% 
0%-8% 
0%-12% 

I 
(GS 1-6) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-12% 
0%-14% 

I 
(GS 1-4) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-10% 
0%-12% 

 
 

ZA- Administrative ZS-Support 
Band  Interval Increase Band  Interval Increase 

V 
(GS-15) 

4-5 
3 
2 
1 

0%-4% 
0%-4% 
0%-5% 
0%-6% 

V 
(GS 9-10) 

4-5 
3 
2 
1 

0%-3% 
0%-3% 
0%-4% 
0%-6% 

IV 
(GS 13-14) 

4-5 
3 
2 
1 

0%-6% 
0%-6% 
0%-8% 
0%-10% 

IV 
(GS 7-8) 

4-5 
3 
2 
1 

0%-3% 
0%-3% 
0%-5% 
0%-7% 

III 
(GS 11-12) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-12% 
0%-15% 

III 
(GS 5-6) 

4-5 
3 
2 
1 

0%-5% 
0%-5% 
0%-6% 
0%-8% 

II 
(GS 7-10) 

4-5 
3 
2 
1 

0%-8% 
0%-8% 
0%-16% 
0%-20% 

II 
(GS 3-4) 

4-5 
3 
2 
1 

0%-6% 
0%-6% 
0%-8% 
0%-12% 

I 
(GS 1-6) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-12% 
0%-14% 

I 
(GS 1-2) 

4-5 
3 
2 
1 

0%-7% 
0%-7% 
0%-10% 
0%-12% 
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Appendix I: Relationship between Minimum and Maximum 
Organizational Code for OU, PMs and ROs 

 
The graphical illustration below depicts the relationship between minimum and 
maximum org codes for OU, PMs, and ROs. Note that max org codes always end with a 
series of 999999s. 
 
System will: 

• Set sys org codes to NFC org code   
 
SA’s will: 

• Assign min/max Sys Org Code for OU/ PMs/ ROs 
 
Dept will: 

• Assign Min/Max Orgs for SA 
• Provide SA User Name/Password 

 
 
 

SA
Min: 545001000000000000

 Max: 545099999999999999

OU
Min: 545001000000000000
Max: 545099999999999999

PM1
Min: 545026000000000000
Max: 545026999999999999

PM2
Min: 545031000000000000
Max: 545031999999999999

RO1
Min: 545026000001000000
Max: 545026000001010000

RO2
Min: 545026000004000000
Max: 545026000004999999

RO3
Min: 545031000001000000
Max: 545031000001019999

RO4
Min: 545031000002000000
Max: 545031000002999999

Only 1 OU
allowed

Employees

Employees

Employees Employees
Employees

Employees
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Appendix J: Reconciliation Report 
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Appendix K: Check Control Report 
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Appendix L: Data Dictionary 

 
 
ACI- Annual Comparability Increase 
Contr- Contribution 
Inc- Increase 
Int- Interval 
Int Max- Maximum Interval 
PPS – Performance Payout System 
Max Org- Maximum Organizational Code 
Min Org- Minimum Organizational Code 
NFC- National Finance Center 
OU- Operating Unit 
OU Pool Min Org- Operating Unit Pool Minimum Organization Code 
%Allot- Percentage Allotment 
PIP - Performance Improvement Plan 
PM- Pool Manager 
RIF- Reduction In Force 
RO- Rating Official 
SA- System Administrator 
SEC – Special Employee Code 
Spec Emp- Special Employee Code 
Supv- Supervisory Code 
Sys Org- System Organizational Code 
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